
**Send reorg package
through OHR and
Center Operations
Director to Center

Director for approval

Review proposal

Forward reorg
package to the
officer of the

Director, Center
Operations

Provide information,
as necessary, so

business functions
can begin preparing

for changes

Fill out Tab 1 of
the SR for CC

Forward SR to
CBPL

Forward SR to
functional areas to

complete its
portion of the SR

Inform affected
manager when

package has been
forwarded

Alert CBPL and
reorg team that

reorg request has
been submitted

Receive copy of
approved reorg

package

Send electronic
copy of approved
package to CBPL
and reorg team

Alert the OHRWP
Operations Office
and HR Assistants

of the pending
reorg

Discuss proposed
changes with

Workforce
Planning

Send completed
SR to CC for
processing

Send electronic copy
of approved package

to Labor Relations
Officer to be sent to

the union

Send electronic
copy of approved
package to WP

Officer

Send electronic
copy of approved

package to
Security

Post new org
charts to GRC’s
public website

Submit new org
charts and

functional statement
to OHRWP Web

Administrator

Send electronic
copy of approved

package to
OD&TO

Update GRC org
listing

Process
reassignments,

realignments, etc.

Reclassify
positions as
necessary

Advise org to post
notice of reorg and
tentative effective

date on T@G

Establish new
FPPS routing

paths, as
necessary

Send copy of
approved package
to HR Assistants
to process reorg

Update position
description books

OHRWP’s Process for Executing a Reorganization

Significant
Issues?

No

Work with the
requesting

organization to
resolve issues

Yes

End

**Reorganization
Request Package

Includes:

Reorg
request
memo

Employee
organizational

listing

Contractor
organizational

listing

Position
Descriptions

Crosswalk
(old/ new org

codes)

Proposed
organizational

structure

SF 52's

Functional
statements

Routing Slip

 
 



Submit reorg package
through OHRWP

Center Operations
Director to Center

Director for approval

Meet with CBPL
and Center reorg

team

Send copy of
signed, approval
memo and reorg

package to
Classification

Officer

Post approved
reorg and tentative
effective date on

T@G

Communicate
routing paths to

Nazetta Robinson

Contact Center
Classification

Officer to provide
background to

request

**Prepare reorg
request package

Submit Travel
Manager access

forms

Identify new
routing paths for

FPPS
End

Manager’s Process for Executing a Reorganization

Submit WebTADS
access forms

**Reorganization Request Package Includes:

Reorg
request
memo

Employee
organizational

listing

Contractor
organizational

listing
Position

Descriptions
Crosswalk

(old/ new org
codes)

Proposed
organizational

structure
SF 52's Functional

statementsRouting Slip

 
 



Obtain list of
impacted

employees of
reorg

Collect Travel
Manager access

forms for
Approvers and

Preparers

Collect WebTADS
access forms for
Approvers and

POCs

Add new
organization codes

to WebTADS

Verify employee
org code is
updated in
WebTADS

Verify traveler
address2 field is
updated in Travel

Manager

Travel Manager and WebTADS’ Process for Executing a Reorganization

Change
employees’

organization list

Update
organization in
User screen

Update access
levels in

WebTADS(employ
ee, POC,
approver)

Update
organization in

Traveler Profile
screen

Update routing
table

Verify SAP (FK08)
vendor record is

updated
End

Verify Supervisor
indicator is #2 for
all Approvers in

FPPS

Enter supervisor
indicator on

access forms

Verify all impacted
employee vendor
record numbers
are Confirmed

WebTADS

Travel Manager

WebTADS/ Travel
Manager

 


